
blication No. 76-RM-? for instructions on completing this form':? Forward signed original to 
Department of Archives and History, Remrds Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 
Attention: Scheduling Sectiom 

I__i-l__~___l_ - 
1. Agency Address . .  

Department o f  Education 
Office of Admioi.stra 
Regional Education S 
Atlanta GA 30334 

Date Completed 

Telephone Number 
656-2446 

. .  

Working Title 

Pri'ncipal Secretary ~____._______ 
~~ ~~~ 

1 FOR AGENCY USE 
Application Date 

Application Number 

- ~- 
2. Person to,.Conract 

3. Action Requested 

Mrs. Connie H u n t  - - 

a. 
b. 

Establish Retention Schedule; record will continue to accumulate. 
0 Dispose of present accumulation; no further accumulation anticipated. 

_I Check One: 0 Change; 0 Supercede; 0 Void c. Amend Application No. _ _ ~  
5. Records Series Title (followed by title used in office; if different) 

-.___ .~ 
I To Date L CESA Annual Sumnary Statement Fi les  

4. Dates of Series 
Earliest Latest 

~ 1978 
6. Division and Office Function What i s  t h e  function of the Division and the Office in which this record series is  created? 

The Regional Education Services Division i s  responsible f o r  providing l ia i son  services 
between the Sta te  Department of Education and the 187 local school ~systens and 16 CESAs 
(Cooperative Education Service. Agedcies). 
dealing with S ta te  Board of Education pol ic ies  and Sta te  laws; administers s t a t e  school 
standards t h r h g h  on-site appraisal of standards applications;  a s s i s t s  local school system! 
i n  the development o f  local f a c i l i t y  plans; conducts pupil-teacher r a t i o  and attendance 
audits;  provides l ia i son  services t o  accrediting agencies and pr incipals '  organizations; 
compiles school systems data f o r  d i rec tor ies ,  school calendars, and the S ta te  leg is la ture .  
These services a re  provided through the Division Director, 10 Regional Directors (located 
i n  off ices  throughout the s ta te) ,  and 1 Administrator assigned t o  work with the pr incipals '  
organizations. 

I t  provides monitoring in adninis t ra t ive areas 

.-_I __ 
7. Hemrd Series Description This f i le mntains the following documents (include form numbers and t i tk,  if any): 

Attach samples of the file. 
Documentsrelatingto: providing a f i s t  of programs and services provided a t  each CESA, as i required by Georgia Laws 1976, Act 1359. 

Indudedare: a br ief  sunmary sheet, Annual S m a r y  Statement of Services Rendered, one o r  
two pages from each CESA, l i s t i n g  major programs and services, program and 
s t a f f  development, technical services, financial  data,  psychoeducational center 
TMR (Trainable Mentally Retarded)/EMR (Educable Mentally Retarded) Centers, 
GLRS (Georgia Learning Resources System) Centers, pyschological services, etc. 

Fileisarranged chronologically by calendar year. 
. . .  - -~ -~ 

8. Monthly Reference Rate How often are records referred to which are: 
One to six months old 1 : Seven to twelve months old ; Thirteen to twenty-four months old 1 .  

0 . )  
__. - 

Letter-size drawers ; Legal-size draw% ; shiives --A'; Other /spK;fyj 1 / 8 h p - _  
I 
A#-59-71. Rev. 76 lover1 



. , = ~ ~ ~ ~ -  ~ .. ~ - ~ ~ -  ~ - ~ - - _ ~ _ _ _ - - - ~  
(Place an "X" in t h e p  column) 

,. . ,  

- -__- 
b. Does the series contain confidential information requiring security handling? I f  yerjcite law or r'qulation. 

______ 
~ - _ _  c. Is this a vital record? 

d. Does this serigs have historical or long term research value? 
I_ 

_ ~ _  - ~ - .______  _.__ .~- 
e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these 

documwn1x.k scheduled s e j ~ d y ?  - 
m~inedinthir~wies ever o u b l i ~ e d l ~ _ l ~ e e r , a t c ~ ~ . - _ - ~  .. 

g: '1s the inf i rnat ion contained in this serier'ever analyzed and/or r corded in a summarized report? 
.. it v e t  attad, This - i s  _ _ _ _ _ ~ _ _ ~ ~  a bri ef sumnary - report. ___ 

h. I s  there a duplication of this series in  your office or in another offioe or agency? 
I c w h i r e ?  Partially - i n  each CESA. 
Ls this s e r i d r  a m ~ ' ~ ~ n f i r l u ! a r ~ i ~ ~ _ m e d l - . _ _ _ _ ~  

~ 

~ 

-~Qses the r e c o r ~ r i ~ J t ~ ~ t Q ~ ? - ~ - ~ -  _________~_ ~.__ 

The following requires the series t o  be kep?: 
$Ft; 
11. Retention Requirements 

a. State Law years. d. Audit period .--___years. 
b. Stgtute of limitation ----years. e. Administrative nesd &years. 
'c: Federal law .years. f. Federal retention instructions -_.~--years. 

Attdch copy or excert of laws or regulation$. Explain administrative need, 

7 

I 

. .  i . .  

__~__ 
12. Approved Dirpori?ion Instruction;-- This agency recommends that the file series be cut off a t  the end of each: 

t . .  
OD Calendar Year; 0 Fiscal Year: 0 Other ___ then, 

IX Hold in the current files area 
0 Transfer t o  local holding area; hold --year(s): then 
0 Transfer t o  State Records Center; hold --year(n); then 

Destroy. 
0 Transfer t o  State Archives for permanent retention. 
0 Other ISpecify) 

monthts) I___ 3 year[s); then 

: 

. .  

These instructions apply t o  all prior and future accumulations of the series. 

lecommendations . 
raph 12 are appro 

if explanation.) 


